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ATTENTION! 


HOUSEKEEPING 

AND 

SECURITY  PROFESSIONALS 


Although  everyone  seems  concerned  about 
energy  waste,  many  feel  there  is  little  we  can  do 
about  it.  This  is  false! 

All  of  us  can  do  a  great  deal  about  energy  waste. 
This  is  especially  true  for  you  —  the  person 
responsible  for  housekeeping  and  security. 

Why  are  you  so  important?  Because  your  job 
takes  you  to  almost  every  area  of  the  building.  This 
means  that  you  have  the  opportunity  to  notice 
where  energy  is  being  wasted  —  not  just  in  one 
small  section  —  but  everywhere  in  the  building. 

How  can  you  help?  Simple  observations  which 
you  make  can  lead  to  big'  energy  savings  if  you 
report  them  to  your  supervisor. 

Observations  by  themselves  won’t  help  unless 
they  are  reported.  These  important  savings  will 
result  only  with  your  help. 

Everyone  can  benefit  by  conserving  our  limited 
natural  resources.  Energy-conservation  efforts  can 
help  to  reduce  rising  energy  costs  at  home  and  at 
work. 

Cutting  back  on  energy  waste  can  only  be  done  if 
everyone  joins  in  the  program.  So  .  .  .  won’t  you 
help  us? 

Please  take  a  few  moments  to  review  our  energy¬ 
saving  check  list.  These  are  just  some  of  the  ways 
you  can  help.  Then,  take  a  pad  and  pencil  with  you 
as  you  go  about  your  normal  work  routine  and  note 
those  deficiencies  that  should  be  corrected  to 
conserve  energy. 

If  you  think  of  any  additional  energy-saving  ideas, 
let  your  supervisor  know  about  them,  too. 


ENERGY-SAVING 

Check  List 


1.  Are  there  any  areas  of  unusual 
moisture  or  humidity? 

2.  Do  outside  doors  close  tightly  and 
properly? 

3.  Are  doors  leading  to  the  outside 
closed? 

4.  Are  there  any  pipes  leaking  or  faucets 
dripping? 

5.  Are  unused  areas  unnecessarily 
heated  or  air  conditioned? 

6.  Are  there  any  noticeable  cold  drafts 
during  the  heating  season? 

7.  Are  southern  and  western  exposure 
drapes  and  blinds  closed  in  the 
daytime,  where  possible,  during  the 
air-conditioning  season? 

8.  Are  south  drapes  and  blinds  in  the 
open  position  in  the  daytime  during 
the  heating  season? 

9.  Is  there  too  much  outside  decorative 
lighting?  Are  the  lights  OFF  during 
daylight  hours? 

10.  Are  there  any  broken  or  cracked 
windows? 

11.  Can  all  windows  be  tightly  closed? 

12.  Are  there  any  windows  left  open? 

13.  Can  any  openable  windows  be 
taped  shut  during  the  heating 
season? 


14.  Are  automatic  door-closers 
operating  swiftly  and  correctly? 

15.  Are  you  using  as  much  cold  water  as 
possible  in  your  job  and  as  little 

hot  water  as  your  cleaning  allows? 

16.  Are  lights  being  cleaned  regularly, 
especially  in  areas  where  lighting 
intensity  has  been  reduced? 

17.  Are  there  any  unusual  equipment 
noises,  odors  or  other  uncommon 
building  conditions? 

18.  Can  you  reduce  the  lighting  in  your 
work  areas  or  in  other  areas? 

19.  Do  you  leave  lights  ON  in  areas  you 

are  not  working  in,  especially 
housekeeping  supply  rooms,  boiler 
rooms  and  unused  office  space? 

20.  Do  you  turn  ON  only  those  lights 
immediately  over  the  areas  you  are 
working  in  after  hours  and  OFF 
again  when  you  are  through? 

21.  Do  you  turn  OFF  all  electrical 
equipment  when  not  in  use? 

22.  Do  you  carry  a  pad  of  paper  so  you 
can  make  notes  of  your 
observations? 

23.  Are  security  lights  used  only  when 
needed? 

24.  Can  security  lights  be  turned  OFF 
earlier  or  ON  later? 

25.  Are  all  fans  and  pumps  shut  OFF 
during  unoccupied  hours  —  nights, 
weekends  and  holidays? 

26.  Are  lighting  timers  working 
properly?  Do  lights  turn  ON  at  dusk 
and  OFF  at  dawn? 


27.  Can  you  use  cold  water  cleaners  to 
save  hot  water  use? 

28.  Are  any  rooms  unusually  hot  or 
cold? 

29.  Do  you  report  any  running,  unused 
office  machinery  (reproduction 
machines,  typewriters,  etc.)? 

30.  Do  you  make  sure  all  heating  and 
air-conditioning  vents  and  registers 
are  free  of  books,  papers  and  other 
obstructions?  (Free  air  flow  is 
important!) 

31.  Have  all  unit  ventilator  air 
filters  been  cleaned  or  changed 
recently? 

32.  Have  you  observed  any  thermostats 
that  are  constantly  being  adjusted 
by  those  working  in  the  area? 

33.  Are  small  appliance  refrigeration 
condenser  fins  (water  coolers, 
refrigerators,  etc.)  being  cleaned 
regularly? 

34.  Does  the  hot  water  from  the  regular 
lavatory  faucets  seem  unusually 
hot? 

35.  Are  all  unneeded  lights  turned  off? 
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This  pamphlet  is  also  available  in  Spanish  and  Polish. 


